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SUBJECT: Incentive Awards and
Recognition for Centra

Statement O fice Enpl oyees

1. PURPCSE AND SCOPE. To establish a systemto recognize
pronmptly and reward equitably Central O fice enpl oyees who act in
an exenpl ary manner or nmake significant contributions to the
efficiency and effectiveness of government operations.

2. SUWARY OF CHANGES. This revision reflects the follow ng
changes:

[ | ncrease the nonetary anmounts for Enployee of the
Mont h, Supervisor of the Quarter, and yearly awards;

o Require the Central Ofice Personnel Ofice to review
performance award nom nations before routing to
assi stant directors;

[ Requi re suggestion award boxes be checked nonthly; and,

o Revi se the nomi nation form

3. PROGRAM OBJECTI VES. The expected results of this program
ar e:

a. Recognition for exenplary job performance and neritorious
achi evenents will be given to Central Ofice enpl oyees.

b. Award nom nations and awards wi ||l be processed
expedi tiously.

4. Dl RECTI VES AFFECTED
a. Directive Resci nded

PS 3450. 07 I ncentive Awards and Recognition for Central
O fice Enpl oyees (9/18/96)
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b. Directive Referenced
PS 3451. 03 Awar ds Program Incentive Awards, Bureau of

Prisons (5/10/94)
5. STANDARDS REFERENCED. None.

6. | NCENTI VE AWARDS COW TTEE. The Incentive Awards Conmmttee
is to nmeet on the first Tuesday of each nonth. Commttee nenbers
ar e:

® The Central Ofice Human Resource Manager (chairperson and
voti ng nmenber),

® One voting representative fromeach division (including the
National Institute of Corrections),

® A personnel representative to record m nutes of the neeting,
and

® A Union representative.

7. AWARD ELIGBILITY REQU REMENTS. All Central Ofice staff are
eligible for awards except where otherw se noted.

[ Public Health Service and National Health Service Corps
enpl oyees are eligible to receive all awards and
benefits except for nonetary awards.

8. SUSTAI NED SUPERI OR PERFORMANCE AND SPECI AL ACT AWARD

a. Sustained Superior Performance Award (SSP). Ganted in
recogni tion of an enployee’s sustained superior performance which
exceeds normal job requirenents for a period of at |east six
nont hs.

b. Special Act Amard. G ven for a one-tinme or non-recurring
contribution by an enpl oyee or group of enployees. Recognition
i's appropriate when an enpl oyee or group of enpl oyees perforns
substantially beyond expectations on a specific assignnent or job
function or a one-tinme, non-recurring special act.

[ This award nay be of nonetary or non-nonetary val ue.
c. Nom nation Procedures. The imedi ate supervisor is
responsi ble for initiating the recommendati on based on the
enpl oyee’ s contri bution.

[ The enpl oyee’ s current performance rating of record
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must be used as supporting evidence for a Sustained
Superior Performance awar d.

[ Justifications are to be submtted on the Nom nation
I ncentive Award form (Attachnent A) and include a
narrative with enphasis on results achieved.

[ Nomi nations are to be routed to the appropriate branch
chief for approval. The branch chief forwards the
approved nom nation to the Human Resource Manager
Central Ofice Personnel Ofice (COPO), to review for
techni cal conpliance.

o The award nomination is then forwarded to the Assistant
Director for final approval.

Nom nati ons not approved are to be returned after discussion
with the branch chief/supervisor.

9. EMPLOYEE OF THE MONTH, SERVI CE EXCELLENCE AWARD, SUPERVI SOR
OF THE QUARTER, ADM NI STRATI VE SUPPORT STAFF OF THE YEAR, AND
EMPLOYEE OF THE YEAR AWARDS

a. Nom nations and Approvals. Nom nations are to be submtted
t hrough the supervisory chain of command where the nom nated
enpl oyee i s assi gned.

[ Nom nati ons nust be nmade by a first |ine supervisor or
above.

Nom nations are to be submtted on Attachnment A and clearly
address the nom nee's:

[ exenpl ary job perfornmance or
[ meritorious achi evenents.

Candi dat es nust have exceeded their perfornmance requirenents.

o The Assistant Director is to select the division's
nom nees and forward the nonmi nations to COPO on
Att achment A.

o COPO nmust submit all nom nations to the |Incentive
Awards Commttee for review and recommendati on.

o The Commttee's recommendation is to be forwarded to
the Assistant Director, Hunan Resource Managenent
Di vi sion, for selection.
b. Awards and Criteria
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Enpl oyee of the Month: $350 special act award; Bureau
wri st watch; and nanme and phot ograph pl aced on di spl ay.

Nom nati ons nust be approved by the respective branch
chief and forwarded to COPO by the | ast Friday of each
nmonth to be consi dered.

Service Excellence Anard: $100 special act award.
This award nay recogni ze enpl oyees who have net the
award criteria for Enployee of the Month but who were
not sel ect ed.

Nom nations will be chosen by the Incentive Awards
Comm ttee.

Supervi sor of the Quarter: $750 special act award;
Bureau wist watch; and nanme and phot ograph pl aced on
di spl ay.

Nom nations nust be approved by the respective
Assistant Director and submtted to COPO by the | ast
Friday of March, June, Septenber, and Decenber to be
consi der ed.

This award is limted to individuals serving in a
supervi sory position.

Admi ni strative Support Staff of the Year: $1,500
speci al act award; Bureau wist watch; and nane and
phot ogr aph pl aced on di spl ay.

Nom nations for this award nust be approved by the
respective Assistant Director and submtted to COPO by
the first Monday in Decenber to be considered.

This award is |imted to individuals serving in an
adm ni strative support position.

Enpl oyee of the Year: $1,500 special act award; Bureau
wri st watch; and nanme and phot ograph pl aced on di spl ay.

Nom nations for this award nust be approved by the
respective Assistant Director and submtted to COPO by
the first Monday in Decenber to be considered.
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10. SUGGESTI QN, EXTRA M LE, AND TI ME- OFF AWARDS

a. Suggestion Awards. Enployees nmay submt suggestions to
the I ncentive Anwards Conmttee at any tinme using the suggestion
form (BP-372(34)).

[ In the HOLC building, fornms are | ocated in COPO and in
the el evator | obbies on the fourth and tenth fl oors.
Forms are also available in the | obby of the 400 First
Street Building and on the ninth floor of the 500 First
Street Building. Forns may be deposited in suggestion
boxes or submtted directly to COPQO

[ Suggesti on boxes are checked nonthly.

Awards are reserved for suggestions which directly increase the
econony, efficiency, or effectiveness of Bureau operations or
whi ch suggest changes to routine practices that have a
significant inpact on increasing effectiveness in Governnment
prograns or m ssions.

[ When nore than one enpl oyee has contributed to the
suggestion, the percentage of each individual's
contribution to the suggestion nmust be indicated.

Suggestions which focus on routine services, benefits, working
condi ti ons, housekeepi ng, or maintenance of buil dings, and
grounds shall be processed through adm nistrative channels and
are not be eligible for award consi derati on.

Suggestions also are not to be considered when the processing
costs clearly exceed benefits or which pertain to routine safety
and security practices.

Once received in COPO suggestions are assigned an
identification nunber and the enpl oyee sent a receipt. COPO
shall forward the suggestion (w thout the enployee's nane or any
identifying features) to the division responsible for the subject
matter contained in the suggestion for staff review

o These staff are to consider the suggestion and eval uate
the nature and degree of the benefit. Their
recommendations will be returned to COPO for discussion
at the next Incentive Awards Comm ttee neeting.

[ The suggestion is to be considered by the Incentive
Awards Conmi ttee which makes a recommendation, in
witing, on whether to adopt it.
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[ The Assistant Director for the area affected by the
suggestion nmakes the final decision.

[ COPOis to informthe enpl oyee(s) of the final action
taken and ensure that approved suggestions are referred
to the appropriate division for inplenentation.

[ The Incentive Awards Conm ttee may revi ew approved
suggestions periodically to ensure inplenentation.

The type of incentive award (if any) is to be determ ned by
the I ncentive Anwards Conm ttee and appropriate Assi stant
Director.

b. Extra Mle Award. This award recogni zes enpl oyees whose
performance in a project or task has been exenplary and
contributed to its success.

[ Nom nations shall be submtted by the enpl oyee's
supervisor to his or her Assistant Director.

[ The Assistant Director may approve the nom nation by
forwarding it for processing to COPOw th the award
justification on Attachnment A

Sel ect ed enpl oyees shall receive a $100 incentive award.

c. Tinme-off Award. This award grants tine-off w thout |oss of
pay or charge to | eave for recognition of superior
acconpl i shnents or other personal efforts that contribute to the
quality, efficiency, or econony of government operations.

Nom nations are based on quality contributions involving a
difficult or inportant project or assignment.

[ Nom nations are to be submtted by the enpl oyee's
supervisor to his or her Assistant Director. The
Assi stant Director may approve the nom nation by
forwarding it for processing to COPOwith an award
justification nmenorandum on Attachnent A

[ Reci pients may be granted four to 40 hours for a single
performance contribution. The total anmount of tine-off
an enpl oyee may be granted during a | eave year is 80
hours. Every attenpt should be made to use the tine
off within 120 cal endar days of approval. Tine-off
hours are to be forfeited if not used within one year
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or if the enpl oyee separates fromthe Departnent of
Justi ce.

Presidenti al Appointees not subject to the Annual and
Sick Leave Act are ineligible for Tine-off Awards.

11. PROCESSI NG OF AWARDS. COPO nust process awards in
accordance with the foll ow ng:

Suggestion Awards; Enpl oyee of the Mnth; Supervisor of
the Quarter; Adm nistrative Support Staff of the Year;
and Enpl oyee of the Year are to be processed using the
effective date of the first full pay period after the
award is approved.

Extra Mle and Tinme-off Awards are to be processed
using the effective date of the first full pay period
after COPO receives the nom nation

/sl
Kat hl een Hawk Sawyer
Director
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Nomination for Incentive Award

Employee Data COPO Date Stamp
Name
Socia Security #
Division
Title
Grade/Step
Step 1 Award Data
e L S AU e
Non-Monetary Award (specify) Special Act Award Employee of the Month ($350)
ExtraMile Award ($100) Sustained Superior Performance* Supervisor of the Quarter ($750)
Time Off Award Quality Step Increase* Admin. Support Staff of the Y ear ($1500)
*  QSI/SSP nominations must include evaluation less than 60 days old. Employee of the Y ear ($1500)
Justification: Period Covered by Award:  From To
Recommending Supervisor date Branch Chief date
Step 2 Central Office Personnd Office Review
Received in COPO: Returned to COPO: Keyed into NFC:
Logged into EASY': Effective Date: L etter Prepared:
Performance Award History Date: Type: Amount: Date: Type: Amount:
for Last Two Years: i Date: Type: Amount: i Date: Type: Amount:
For QSI/SSP: Date of Evaluation: Next Projected WGI:
L atest Evaluation Rating: Lessthan60daysold? Y N EffectedbyQSI? Y N
Human Resource Manager
Technica Compliance: (signature) (date)
Step 3 Final Approval
Assistant Director
(Director if over $2000.00)
(signature) (date)

NOTE: RETURN TO COPO PROMPTLY AFTER FINAL APPROVAL. EFFECTIVE DATE WILL BE FIRST FULL PAY PERIOD AFTER DATE
APPROVED NOMINATION ISRECEIVED IN COPO.



